
TRANSPORTATION
REPORTS

Arizona Department of 
Education

Barbara Axe- 602-542-8248



Click Here To 

Access Bulletin 

Board For Latest 

Information

Click Here To Access 

Common Logon

www.ade.az.gov/schoolfinance



Click on Districts



Latest information posted



To Enter System Click On 

Common Logon



You Must Have A User Name 

And Password To Access The 

System

Help Desk Number:  602 542 7378



You Need To Have Access To 

Transportation Routes And 

Vehicle Inventory



Click Here

Make Sure Year Is Correct



Make Sure Actual Miles Entered For 100 Days. Only 

Students Who Ride The Bus Should Be Entered



Estimate Miles For Last 80 Days –

Check Estimates When School Is Over



Students 

Not 

Living In 

A School 

District

Unorganized Territory Miles Should Be 

Reported To The County School 

Superintendent



To Edit Or Delete Existing Contractor Click Here

To Add Contractor Click Here

Note:  Your Contracted Mile Forms Much Match Exactly to What You Have 

Entered On The Actual And Estimated Mile Form



When You Click Edit All Information Will Come Up For Editing



To Add Contractor Fill Out Information Provided Below – Be Sure To Save



When Finished Make Sure To Click On The Box 

To Submit To ADE



Once Submitted The No’s Will Change To Yes

As Soon AS You Have Submitted Your Report Be Sure To Create The Edit 

Update Report And

The Tran 55-1  - This Report Is Needed By Your Business Manager

Do Not Create The Tran 40-2 Until After The Vehicle 

Inventory Has Been Submitted



Once You Have Created Your Reports Click On Reports

All Reports Created  Will Appear On The Reports Page – The One 

With The Latest Date Will Be The One That School Finance Uses

These Reports Will Also Appear On Your Home Page





Information Business 

Manager Needs For Budget



To Access Your 

Home Page Click 

Here



Drop Down – You Can Select Your District And Hit Go



Click On Reports/Data



Check And Make Sure 

Year Is Correct

Check Box For Edit/Update 

Reports

Click On System Your Wish To View







VEHICLE INVENTORY

Department of Education



Click On Vehicle Details



Click On Edit



Edit Data And Save

To Add A  

Vehicle 

Click 

Here



Enter Ending Odometers or Add Meters - If You Have A 

Vehicle With New Starting Miles When Entered The 

System Will Show Adjust.  In Case Of Error You Can 

Correct



To Add Meter Put Ending Mileage On 

Old Meter Click On Add Meter And Fill 

In Information – Be Sure To Save

Be Sure 

To Save 

Your 

Data

After Adding Meter The Old And New Meter Will Appear Highlighted



After Clicking The Box To Submit Be Sure To Create Your Edit 

Update Report And The Comparative Mile Report



If You Show A Minus In Miles – Please Correct By 

Checking Your Route Report And Your Ending 

Odometers For Error.  These Miles Will BE Deducted If 

Not Corrected…..



Click On Report Needed – School Finance 

Always Uses The Report With The Latest Date



Print Off Report & Check Your Data


